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POLICY:

It isthe policy of the Department of Corrections to maintain separate files for each offender under the
jurisdiction of the Department. This policy outlines genera procedures for the establishment and upkeep
of offender records in Department facilities and programs.

AUTHORITY:

53-1-203, MCA. Duties and Responsihilities of the Department of Corrections
2-6-201 through 2-6-213 and 2-15-1013, MCA. Public Records Management Act
M.O.M., Vol. 1, Chapter 1-0800

DOC 1.5.6, Offender Records Access and Release of Information

DOC 1.5.8, Offender Records Retention and Destruction

DEFINITIONS:
Offender Case File isan automated or hard copy record which consists of legal documents, reports,

submissions, statements and support materias used to make decisions about the offender in regard to
custody, classification, treatment programs, supervision, parole, probation and genera management.

Program Files are d| other files utilized by correctiond facilities and programs such as clinical, medica
and unit mini files

Need to K now means the saff member requesting offender file information must have that informeation to
properly and adequately perform his’her job-related duties and responsbilities.

Profiles (Program Reporting of Offender Files) means arecord of an offender’'s history with the
Department which is maintained dectronicdly in the centrd office. Other uses for these filesinclude the
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development of statewide caseloads for probation and parole, determination of release from supervison
dates on sdlected offenders, location of offenders, conducting research and Statisticd reports, and
providing historica information for selected requests.

V. PROCEDURES:

A. ThePxdfilesfile generdly contains the following information, athough some items will be different for
juvenile offenders

Committed name and offender number

Current address

Aliases

Birth Date

Physical Description

Socid Security number

FBI number

State 1.D. number

Tattoos, marks, and scars

Emergency Contact

Military history

Associations with other offenders

Victim information

Court and Sentencing Data

Current Offense

Expiration dates of sentence, parole, and/or probation

Risk and Needs assessments

Prior crimind higtory

Externd placementsmovement

Conditions of probation and/or parole

Test and Assessment information

Other information as required

OO O O OO OO OO OO OO OO O O O O O O O O O O o O
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B. Offender CaseFiles
Offender casefiles for adult offenders will be established &t the time of sentencing. For juvenile
offenders, thisfile will be established upon commitment or referrd to the Department.

Offender casefiles are the primary records on dl adult and juvenile offenders. These records contain
the complete sentencing/commitment/referral documents that authorize the Department to maintain
legdl custody and/or supervison of offenders. These files are used on a daily bass for routine case
management and for making decisons about offendersin regard to placements, custody,
classfication, trestment and supervison. Adult offender case filestypicaly contain the following
information:

Adult Offender File Information

Committed name and offender number

Date and place of birth

Physica description

Scars, marks, tattoos

AKA's

Religious Preference

Photographs

FBI and State |.D. numbers

Fingerprints

Socid Security number

Crimind higory

Juvenile history

Officid court judgement and information
Pre-sentence investigations

Reports of violations

Parole documents, reports and dispositions
Supervised rdease and furlough information
Good time calculations

Projected release dates

OO O O O O O O O O O O O O O O O o o
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O O O O OO OO O O O O O O O O O

Detainer and notification requests

Victim natifications

Risk and needs assessments

Expiration dates

Projected discharge and parole digibility dates
Conditions of supervison

Regidration requirements for sex offenders, arsonists and violent offenders
DNA records

Separation orders’known enemies

Custody assessment forms

Disciplinary records

Trestment information

Basic information sheets

Emergency Contact

Other information as required

Admission Inventory of Persona Property
Driver'slicense, socid security card, 1.D. card

Juvenile Offender Filelnformation

For juveniles the following information is typicaly found in the offender casefile:

OO O O O OO O OO O OO OO OO

Name, age, sex, place and date of birth, and race or nationdity
Physical description

Offenses

Initid intake information form/date of admisson/recommitment data
Documented legd authority to accept the juvenile offender
Information on the referral source

Probation officer or caseworker

AKA's

Photographs

Case history/socia history

Education history

Rdigious Preference

Medicd information and consent forms
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C
C

OO O O O O O O O O O O O O

Mentd hedth information

Name, relationship, address and phone number of parents and/or the persons with whom the
juvenile resded immediately prior to admisson/referrd to the Department

Drivers license number, socid security number, Medicaid numbers and, where applicable, tribal
registration number

Court orders, adjudications and dispositions

Signed rdease of information forms, when gpplicable

Program rules and disciplinary policy which have been sgned by the juvenile

Individua plans and program assgnments

Progress reports on program involvement

Grievance and disciplinary records

Referrds to other agencies

Find discharge or transfer reports

Copies of hirth certificates and socid security cards

Parole placement documents/history

Pacement guiddines

Risk and need scores

Field Invedtigetion reports

C. FEileFormat
1. Allfilesshdl be maintained with separate, identifiable sections for each category of information

in aformat standardized by the facility or program.

Each offender files shdl be assgned identifying numbers that reflect the offender's adult or
juvenile offender number.

Files shdl be maintained in a sequentia order for easy reference.

All incoming file materid will be placed in thefilein atimdy manner, but in al cases within 60
days.

D. File Storage and Security | ssues
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1.

All casefileswill be kept separately from dl other offender records, in a secure area of the
fecility or program.
Offender casefileswill only be removed from the designated storage location when a signed

recalpt is obtained from the staff member removing the file.

All active files and offender case files will be accounted for on aregular basis and reconciled
againg the officid count. In the case of Department fied offices, any file removed from an
office must be sgned out by the staff member removing thefile.

Recordsin use must be directly supervised and controlled by a staff member. No unauthorized
person may have accessto offender records. Only staff with a*need to know” may have

access to offender files.

Program files (mini-files, visting, medicd, clinicd) must be stored under comparable levels of

Security, with proper accountability for remova.

E. Record Entries

Every program and facility will establish procedures to assure accountability of entriesinto the case

record and to ensure timeliness of events and reporting.

F. Investigative Files

Confidentia invedtigative files may be identifiable asto individud offenders, but will be maintained
separady from central and offender casefile records. Investigative files should not be combined
with other file information, nor will they be reviewable under any freedom of informeation procedure.

G. Reéeaseof File I nformation

1.

Releas= of offender file information, including information compiled in program files, will be
grictly limited to conform to policy DOC 1.5.6, Records Access and Release, and appropriate
federal and State statutes.

For the purposes of this policy and for production of such recordsin court, the Director, Facility

Adminigrator, or adesigneeisthe officid custodian of al offender records.


State of Montana
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3. Offender fileswill be available to Department staff only on a"need-to-know" bass. Nofile
materid will be removed from the Department, afacility or a program, or produced for any
authority without written gpplication or court order and the gpprova of the Director or Facility
Adminigrator.

H. Records Retention and Destruction
The retention and destruction of al offender records will comply with policy DOC 1.5.8, Offender

Records Retention and Destruction. Records not otherwise regulated or controlled will be destroyed
after three years. The Department will maintain a perpetud record of the digposition of dl offender
files. All facilities and programs must establish retention and destruction procedures for ectronic
and hard copy files that comply with Department policy, applicable State statutes and M.O.M.

V. CLOSING:
Questions concerning this policy shal be directed to the facility or program records unit supervisor.



